ﬁAASIS

Transaction Steps ASC_HCM_HRBN_FamilyStatusChange_Divorce

Purpose
Use this procedure to remove a spouse from employee health coverage.
Prerequisites

o Employee has copy of divorce paperwork.
o Employee is currently carrying the spouse on their health coverage.

Menu Path
Use the following menu path(s) to begin this transaction:

e PA30 - Human Resources ¢ Personnel Management  Administration  HR Master Data
2 PA30-Maintain

e HRBENO0001 - Human Resources g Personnel Managment 3 Benefits
< HRBENOOO1-Enrollment

Transaction Code
PA30/HRBENO0O0O1
Tips and Tricks

e Toremove a spouse from coverage, a Family Status Change must be created.
e Create the Family Status Change with the 1st of the month the coverage will end.
e Removing a spouse from coverage is a tier change - not a cancellation.
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Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access AASIS MENU
(=4

[m)E] .\
Menu Edit Favorites Extras System Help U—
<

1A H CEea SHE fDLn HE @@
SAP Easy Access AASIS MENU

BE &l =] ]

O Favorites

b (3 Office
b (3 Logistics

b (3 Accounting

P (3JHuman Resources

P (3 Information Systems

P (3 Special Transactions & Reports (State of Arkansas)
> (I Tools

[ I | SESSION_MANAGER [l sapetr [INS [ | /7

2. Asrequired, complete/review the following fields:

Field R/O/C Description
Command Field Required Enter HR Master Data transaction
Example:
PA30
3. Click Enter & .
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Maintain HR Master Data

= FElElcAD
HR master data Edit Goto Extras Utilities Settings System Help

] DA EH e SHE DL BR @m®
Maintain HR Master Data

(m)[72)35%) | Ceic 1)
Personnel no.

/" Addtl. Employee Data '| Employment Issues '| Career Managemem

Infotype text |E| [_| Period
General Benefits Information [+]| | ®Period
" |[Family Member/Dependents ] From To
:Adjustment Reasons OToday O Curr.week
_Health Plans OAll QO Current month
| |Insurance Plans OFrom cur.date O Last week
| [Savings Plans OTo Current Date O Last month
| |Miscellaneous Plans O Current Period O Current Year
| |[Flexible Spending Accounts &l [= Chooes I
Benefits Medical Information =
Direct selection
Infotype STy

[ b [PA3D 62| sapetr [INS | | 7

4. As required, complete/review the following fields:

Field R/O/C Description
Personnel no. Required Enter the employee's personnel number.
Example:
1000
5 Click Enter&Z

6. Click to select DAdjustment Reasons

Click Create @
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Create Adjustment Reasons
: Sl SAP =
Infotype Edit Goto Extras System Help
(V] A8 ICEQ SHE BDLD BEI@m
Create Adjustment Reasons

E[E

Personnel No 1000 Name Katheri..| Status Active

EE group 1| Regular State Em.. Personnelar  HLS98 Department of Health
EE subgroup  |UE|Employee SSN 999-19-2504

Start 07/07/201Gt0 12/31/9999

Adjustment Reason Data
Benefit area State of Arkansas-US
Adjustment reason ~ ]

[
8.

b [ Pa30 B sapetr [INs | | 7

Click Start text box 07 /0772010

9. As required, complete/review the following fields:

Field R/O/C Description

Start Required Enter start date with the 1st of the month the
coverage will end.
Example:
07/01/2010
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Create Adjustment Reasons

53 FEEICAD
Infotype Edit Goto Extras System Help

(V] 10 @@ CHE D0 DR @m

Create Adjustment Reasons

PersonnelNo | 1000] Name [Katheri.|Status  Active

EE group :1 | Regular State Em.. Personnel ar | HL98| Department of Health
EE subgroup |UE| Employee SSN [999-15-2504 |
Start 07/01/2010[@to  [12/31/9999)]

Adjustment Reason Data ;

Benefit area |State of Arkansas-US |

Adjustment reason & a|

[ b | PA30 P8 sapetr [INS | [ 7

Click Adjustment reason text box AE’/

(i

11. Click FAM Family Status Change list item FAM  Family Status Change

12. ik saveE
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Deviation from end date

I@Deviation from end date

Current end date: 12/31/9999
Calculated end date:  07/31/2010

Do you want to replace the current
end date with the calculated end date?

Cancel

13 Glick Yes Yes

Maintain HR Master Data

[=3
HR master data Edit Goto Extras Utilities Settings System Help

@ 1t J0e@e LM nnhd 00 @@

Maintain HR Master [Back_(F3)

(m)]72)%55 e TN

Personnel no. 1000 C)
Name ]Katheri ne Chancellor

EE group 1| Regular State .. Pers.area HL98| Department of Health
EE subgroup UE| Employee Cost Center 627017 OFM BAAD100

Benefits

Infotype text |E| |_| Period
General Benefits Information ¢ (2| | ®Period
" |Family Member/Dependents v &l From | |10 |
Adjustment Reas OToday O Curr.week
Health Plans 14 OAll O Current month
| [Insurance Plans 4 OFrom curr.date O Last week
|_[Savings Plans v OTo Cunrent Date O Last month
| [Miscellaneous Plans O Current Period O Cunrent Year
| |Flexible Spending Accounts Y 5 = SIooT |
Benefits Medical Information =
Direct selection
Infotype |Adjustment Reasans | sty[ |

@ Record created

2 1| PA30 [ | sapetr [INS [ [ 7

14. ickBack @ .
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SAP Easy Access AASIS MENU
=

[m)E] .\
Menu Edit Favorites Extras System Help U—
<

A EH e BHER DDOL0 HE @@
SAP Easy Access AASIS MENU

BE &l =] ]

(O Favorites

D (3 Logistics

D (3 Accounting

D (3 Human Resources

D (3 Information Systems

D (3 Special Transactions & Reports (State of Arkansas)
b (3 Tools

I | SESSION_MANAGER [l sapetr [INS [ | /7

15. As required, complete/review the following fields:

Field R/O/C Description
Command Field Required Enter Enrollment transaction.
Example:
HRBENOOO1
16. Ciick Enter&@ .
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Enroliment

- ililsap
Enrollment Edit Goto System Help

] /A E(€aQ  CHE DL (IBR @m®

Enrollment

Selection set |

Direct selection

Personnel no.

Enroll ~

Name

on |07/07/2010

Offer selection

K| Y| I | X1

ID number I Get offer || Print form " General Notice " Error list |
Possible offers |Enraliment period
® Select |
[Z] ]
" Pers.No.[Name (D [ 10
Offer

b | HRBENODOO1 FFl| sapetr [INS | | 7

17. As required, complete/review the following fields:

Field

R/OIC

Description

Personnel no.

Required

Enter the employee's personnel number.

Example:
1000

18. Click Enter & .
19. Click Change date.
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Change Selection Date
I[I7 Change Selection Date

Selection date

07/07/2010[9)

20. Asrequired, complete/review the following fields:

Field R/OIC

Description

Selection date Required

Enter the 1st of the month the coverage will end.

Example:
07/01/2010

21. Click Continue .

Enrollment

- ililsap
Enrollment Edit Goto System Help

] /A E(€aQ  CHE DL (IBR @m®

Enrollment

Direct selection Selection set

Enroll ~

Name
Personnel no.

Katherine Chancellor

on

Offer selection

ID number IO Get offer ||Q Print form ||Q General Notice " Error list |
Possible offers |Enroliment period
® Select | Family Status Change 07/01/2010 - 07/31/2010
Anytime changes 01/01/1800 - 12/31/9999
= ASP UC/UNC ONLY 01/01/1800 - 12/31/9999
‘ EI ‘ Avtnmatic nffer

:

Pers.No.[Name |

[ 1[I0

1000 Katherine Chancellor

Offer

K| Y| I | X1

[

i | HRBENODO1 B3 sapetr [ INS |

7

22. As required, complete/review the following fields:
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Field R/O/C

Description

Possible offers Required

Select the adjustment reason created.

Example:

Family Status Change

23. Click the employee's health plan. Example: ARHealth - NovaSys ASE tree item

ARHealth - NovaSys ASE .

Maintain Health Plan

I@ Maintain Health Plan

Pers.No. | 1000: Katherine Chancellor
Plan jARHea]th - NovaSys ASE
Start  |07/01/2010| - [12/31/9999
[] Stop participation in period

Plan options ~

Health Plan Opt | OPT1 Standard ASE 1
Dependent Cover |EF1 Emp + Family 1

o o

Costs USD Monthly
EE pre-tax A 421.22|
Employer 0.00]

24. Giick Dependents tab control { Dependents
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Maintain Health Plan

III7 Maintain Health Plan

Pers.No. 1000| Katherine Chancellor
Plan ARHealth - NovaSys ASE |
Start 07/01/2010| - |12/31/9999|

[C] Stop participation in period

Option M ENENGENE

Select. IName |Type of dep./ben.
Adam Chancellor Spouse
Jill Chancellor Child
[0  Jill Chancellior Child

(D]l I [« ]

& E

@ econ |

25. Click to deselect. check box’

26. cjick Option tab control .« Option 4
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Transaction Steps

Maintain Health Plan

I[I?Maintain Health Plan
Pers.No. 1000| Katherine Chancellor
Plan ARHealth - NovaSys ASE ]

Start 07/01/2010| - |12/31/9999|

[[] Stop participation in period

Dependents

Plan options

Health Plan Opt | OPT1 Standard ASE 1 2
Dependent Cover |EF1 Emp + Family 1 al
Costs USD Monthly

EE pre-tax ] 421.22|

Employer ] 0.00)|

@ econ |

27. Click Dependent Cover combo box [EF1 Emp + Family 1

aj.

Select the Dependent Cover based on the employee's coverage after spouse has been removed.

28. Click EC1 Emp + Child(ren) 1 listitem EC1 Emp +

29. ClickAccept .
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Enrollment

[=3 FEEEICAD
Enrollment Edit Goto System Help

g =002 wdEHICcee CHE DL BRI @@
Enrollment

Direct selection ction set Enroll
Narme [Katherine Chancellor lon  [07/01/2010 @] [2 Oveniew |
Personnel no.
Offer selection
ID number [ ] ()  Get offer ||Q Print form "Q General Notice Il &% Enor list I
Possible offers Enrollment period
3 Select | Family Status Change 07/01/2010 - 07/31/2010
Anytime changes 01/01/1800 - 12/31/9999 5
[—I. - I_I [—m ASP UC/UNC ONLY 01/01/1800 - 12/31/9999
é ? [ El ]l @E] [ “ ﬂ Autnrnatic nffer E]
“ Pers No[Name Koy | — K|
1000 Katherine Chancellor
Family Status Change
@ Emoll  |[E Costs [ Undoselection | %l@ ErrorList |
Plan |Status | Validity period |Act... |
~ Medical -
ARHealth-Health Advantage ASE 07/01/2010 - 12/31/9999 [~]
ARHealth HD PPO-NovaSys ASE 07/01/2010 - 12/31/9999 M
ARHealth - NovaSys ASE [} 07/01/2010 - 12/31/9993 ¢«
~ Basic Life
MN Basic Life and AD&D ASE (=] 07/01/2010 - 12/31/9999
~ Dependent Life
MN Dependent Life Post Tax 2 07/01/2010 - 12/31/9999
~ Opt Life Pretax
MN Opt EE Life Pre-Tax ASE 07/01/2010 - 12/31/9999 A
~ Opt Life Postax : =
' i KD ER]
3 S | K7

[ I [ HRBENDDO1 B3| sapetr [INS [ [ 7

30.

Click Enroll & Enrall
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Confirmation of Selected Actions

[ Confirmation of Selected Actions

&

A

Activity Plan From To
Change ARHealth - NovaSys ASE 07/01/2010 12/31/9999

(0] I (<10

31. ClickEnroll to complete the process.

Desktop

lE? Enrollment =

o Enroliment completed successfully:

Continue || &3 Confirmation
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32. Click Continue _
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None
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You have successfully removed a spouse from employee health coverage.
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